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1. Pebreary 4%

MEMORAKDRY FOR: Assistant Dlrecior, Cesiral Reference
SUBJECY i docusest Division Pisce for 1963

l. Daring 1562 by procedutal chunges sod reallgnuet of our
organization, snd sore Lmportastiy by tbe diligence of &ii the peop g,
we made progress oward our goal: of coapleting the dlssewination ¢
all copies of intelligence reportis within 1-2 work dayz afier recein
and te indexing of these reports for ike Intellofsx dys.ma withia
5«6 work days. hs of thls date <o have 10 backlog in dlvascaioeiion xad
expoct Lo bave none ia whe codisy operstion by 1 Msreh 1.6,

&, The new T-0 has ool yeu boea approved Ly ihe Offiio of
Fersoanel. I understaal that scse of the Gy nml Goed Joim
will be downgreded, bDut ibal iavumbency allocutians will
approved. These are L pame Johe which were previously
spproved oy Perscanel ail in sy opiaion, earry swe respon: 1oilivies
aad require more flexiBility sow tias ot that timp. Io abous
six months, I cxpect w0 resrite the jobs iavolved to refledi
this looressed Llexivility wud roquest anouler review by We
Office of Perscanel.

B, The cosglele aupsraiios of iaforwatios FEPOTis an
publications ks speetel uwp whe headliiag of informsticn rej oris
by lsclating the suterisd {pubs) whileh couse & grest sany
processing problcas. ik are aule uow to study the several
diSlereny files of inswuctloas und records wesanily malniaiasd
on “pubs” with a viev wward combining, simplifyisg and revising
Chom. It may be that s ean be aeceomplished by DARE
raproduction of Iirst pges om she "I eards, and using & s.elii
mechanlsed card iile.

€+ We dre presentiy expecisenting witb s ‘=hit” syste: for
conirel of docuseat processiag, recordiag of swecistiosl deie
and compiiation of iadividual Aleseainator snd distridutor prodectian.,
It s hoped this Jdats ctn be koy punched by Muchise Divisle:s aac
complled mechanieally by them “or our monthiy and quarterliy reper:i-.
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4. We periedically reviow our standard distribuiien
ists and our disseninitics reguresents, but Lhis year w
hope Lo svudy the file: thesselves to see if there isa't o
acre efficlient uad useul way of malatainiag tie lists awm
requirements .

¢, The jcsesitmiios "I Card Flles arv quite sactive ang
require dally redrranagoseut. Yo have ordersd o Diebold mecbasnici.
file to assist us 1o mulatelsing these files svre effieies <y,
If this proves cuceessul we 1l atudy our other files with &
view of uslng mcders o'fice spaipment 1o wdvaniage.

f. Reproducticon of ziugie copy meterial ob the WO Jerex
Jib machines is presenly at she rate of over 43,000 poges per
aonth. We believe the sev Bruxing Mechine will & the jot
chenaper and wili recomiend a chaage over when iie mechines now
in the Agency ouve proved theasulves.

8. A3 the Indexisg beckiog decresses, we SOcONe DO
consolous of the mect o develop ways of dolng 2 betler jeb. e
pov have the capaciiy o indax the dally work cu & currea! basis
and gan only saintain “hiz capddlity by active yeerulimes ¢ Lo
allow for tursover of .t leas: JO andlysis pur year. This S& Lbe
wosent schedule esiah . lsbed Ly the Adninlstreiive Siefl.

B. 48 are precen.ly rovieviug with the sevewval lstsyouisy
offices in CI, wheat w-e if eny they weuld have for our
“Crgaaization Doticemy”. IV coaough interest is sssifest, ve wilil
»opose Lo you that tiKs Dictiouary oa o modified bsais be publisned
for use as an OCR Refwwacs twl. Lo will be necessary iWliv jyusy,
in sy event, o assig: an caulyst o aselst the Dletionssy Ldficr
because of 1ts large sise and comtimuling growik.

€. We are aemsimly striving for o greater anifersiiy of
indexing iagut. 7TBLs 1wa Do wccomplisbed to & great estarl Ly
Acre verificstica., ¥e will try end lecresse werificatiou of codisg
50 &8 0 cever st lesss. 0% ef the input. Urester usiforsiiy
aight result frea mocre spesiaifistion during tbe coding procuss.
de hope o experfsent vwith shis sloag subjecl snd ares listtaticr:.

d. During the patt fav yesrs, we bave proity such Limited
Wwalalng in the Analysis Branch w0 ouethe-Job iraiaing. 1 lope
now we chi glve mere of our poople & cheace to ceceive trelpiag
in courses that will v Boseficlal to them is coeir CIA carevps,
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e, We are studyfag the poasibliiiy of mechunizing tie
muu of the Inyslligence Publications Iodex. e hupe
muﬁm wm MmYarially shorten the publicstion time:
without too much loas of LPPEATARCE .

be e have a great meay poobiems '

: in our docusent processing rysi

:%w?; out with vth- Iibrary sni the Machine Biviston. pé‘w'eu ﬁ%ﬁ%
are the Hse Mt:h DARE Maching; baadlixg “Modex” inforuation repoyis;

( Nﬂmf-ru“ ents for scurde cani files; the Indexing, filleg and processin:
ineluding the sssigoueat of caiirol nusbers) to publications spart from

| inforastion reporis; processing demestic "RAD' reports.

and because of our maum‘weni and crensing ‘
@ car in Flex Ly
ve should be &hle to cope bettes wiih the ever changing Jdeousent ;g:;::i:;fm

255 1A 95

I
Chtef, Docusat Mvision
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